Personal Action Plan 

(Use one goal per form – client and coach to complete)

Name: 
 Date: 
Part 1
1. Establish a Clear Vision

What exactly do I want in my career / business / life?

	Duration:

	

	

	


Why specifically do I want these goals?

	Duration:

	

	

	


	What will I gain when I get it?
	
	What will I lose when I get it?

	
	
	

	
	
	

	
	
	


How will I know when I get it?

	

	

	


2. Establish where you are NOW

	What are my 10 strengths
	
	What are my 5 weaknesses 

	1
	
	1

	2
	
	2

	3
	
	3

	4
	
	4

	5
	
	5

	6
	
	What are current barriers or challenges 

	7
	
	1

	8
	
	2

	9
	
	3

	10
	
	4


List your existing characteristics 
Part 2
	Skills
	
	Knowledge

	1
	
	1

	2
	
	2

	3
	
	3

	4
	
	4

	5
	
	5

	6
	
	6


	Experiences
	
	Personal Attributes

	1
	
	1

	2
	
	2

	3
	
	3

	4
	
	4

	5
	
	5

	6
	
	6


3. Actions - Bridging the gap

How specifically will I achieve this goal? 
List them in order of priority; specify an estimated time of completion and indicate a resource.

	Action
	
	Est. Time
	
	Resource

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	


What are the top 3 professional/personal development needs?

	1

	2

	3


4. Celebrate 

What am I going to do to celebrate achieving the goal?

	

	


